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As an approver, you will receive an 
email notification that a document 
is waiting for your approval.  
 
Click on here on the link in the 
email to open HePS. 
 
HePS will automatically log you in.   
 

A list of documents awaiting your 
approval will be displayed on the 
bottom right side.    
 
In you have several documents 
(requisitions, solicitations and 
awards) to approve, open the full 
list by clicking on the column title 
Awaiting Approval or click on the 
Approvals Manager tab, 
Awaiting My Approval sub–
menu. 
 
To open an individual document, 
instead of a list, simply click on the 
document number itself and it will 
open directly to the document. 
 

Click here

All 
solicitations 
and awards 
awaiting your 
approval. 
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This screen shot shows both 
solicitations and awards that need 
approval. 
 
To view the document details, click 
on the round button on the left of 
the document. 
 
The next screens show how to 
approve a solicitation waiting to be 
released to the internet, followed 
by how to approve an award for 
release to the vendor. 

Click the radio 
button to see 
details of a 
solicitation or 
award awaiting 
your approval. 

If you are approving an award, you 
can select the notice of award (called 
the PO in HePS) or the abstract. 
(You can also access the abstract 
from the notice of award. 
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Approving a Solicitation 
 
The screen is divided into two 
sections.  The top has the delivery, 
billing, due date, etc. general 
information and is where you 
approve or reject the solicitation.  
The bottom section has the item(s) 
and the details.  
 
First, scroll down in the header area 
to review information such as: 
dates, delivery locations, contact 
persons, solicitation instructions, 
closing dates and times, pre-bid 
conferences, question and answers 
section, and notes. 
 
Next, review the line item by clicking 
on the Review button.  Notice that it 
is marked as Not Reviewed.  After 
you look at the line item detail and 
return to this page it will be marked 
as Reviewed.  
 

Select the radio button to review details.   
Note: Reviewing the details is not approval. 
There are more steps to completing approval. 
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Approving a Solicitation-Cont. 
 
Line Item detail includes: quantity, 
description, commodity coding, 
attachments, estimated costs, 
account coding, and notes. 
 
Now that you have seen the header 
info (previously) and the line item 
detail, you may approve or 
disapprove the solicitation. 
To disapprove click the  
Disapprove Solicitation 
(Number)/Return to Buyer button. 
(You can also disapprove after 
returning to the Header.) 
 
To approve the solicitation click on 
the View Header for Final 
Approval button.  

To disapprove select Disapprove 
Solicitation (Number)/Return to 
Buyer (you will have to enter a 
reason why) or Approve 
Solicitation (Number) and All 
Items (this will release the 
solicitation to the internet or to the 
next approver) or Back to Awaiting 
Approval (will cancel this approval 
and put it back on the list). 
 
If there are multiple approvers for 
this solicitation, you will see a 
message on the screen that the 
document has been forwarded to 
the next approver in line.  The 
solicitation will not be released to 
the internet until the final approval is 
completed. 

If there are attachments, the file 
name will be a link here.  Click it to 
view the attachment.  

Details of the line item 
appear in the upper frame 
when you select the ‘detail’ 
button. 

Things to check:  
• quantity and unit 

of measure... 

• description… 

• estimated price… 
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Approving a Solicitation – 
Continued 
 
If the solicitation was in approval 
routing for a long period of time and 
the closing date (due date) on the 
solicitation has already passed, the 
approver has the option of  

• changing the closing date,  
• contacting the buyer for 

information, or  
• disapproving the solicitation 

and returning it to the buyer 
to adjust the date. 

 
If the approver adjusts the closing 
date, the buyer receives an email 
notification of the action. 

If disapproving a solicitation, the 
approver must enter a reason in the 
box.  It will be sent to the buyer for 
appropriate action. 
 
Enter the reason and select Return 
Solicitation (Number) to 
Requestor/Buyer. 
 
The button labeled Continue with 
Approval of Solicitation (Number) 
cancels your disapproval actions and 
allows you to approve the solicitation 
instead. 

If the submittal deadline has already 
passed, Approvers may change the date 
by selecting the orange calendar or the 
‘Y’
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Approving an Award 
 
There are two ways to begin: 
• select the award number on 

the Main page; or  
• select the round button on the 

listing similar to the process 
described on page 3 for 
solicitations. 

 
The award will display for your 
review.  To see the details of the 
award and approve or disapprove it, 
scroll to the bottom of the award, 
from the Select an Action drop 
down, choose an option, and select 
the Execute Action button.  It is 
recommended that you start with 
the PO Summary Report as it 
contains a full history of the 
procurement. 
The choices are: 
• Approve Document 
• DisApprove - Return to 

Buyer 
• Review prePO Selections 
• Review Abstract 
• Print Document 
• PO Summary Report 

 
After your review, select to Approve 
Document or Disapprove-Return 
to Buyer 
 
As with the solicitation approval, 
disapproving the award requires a 
reason and sends the award back to 
the buyer.  Approving the award will 
send it to the next level approval if 
one exists or to the vendor if this is 
the final approval.    

First, choose an option 
from the dropdown. Then, select Execute Action 


